

KII Guide Template Title Placeholder
Date Placeholder

Interview Details
(Complete this table before the first interview with each informant group so the notes can be filed and found later. The table has two columns: the item and its detail, covering the program, informant group, interviewer, note-taker, interview period, usual place and language, expected length and recording plan. Write one guide for each informant group. Give each informant a code, and keep the key that links codes to names in a separate, locked file.)
	Item
	Detail

	Program or Evaluation
	

	Informant Group
	

	Interviewer
	

	Note-Taker
	

	Interview Period
	

	Usual Place and Language
	

	Expected Length
	

	Recording Plan
	



Purpose
Purpose of This Guide
(Say in two or three sentences what you need to learn from this group and which evaluation questions the answers feed. Trace every question you ask later back to this paragraph, and keep only the questions that fit it. Choose a few topics, since one hour allows only a handful.)
Informant Profile
(Describe who you are looking for and why. The table has two columns: the item and its detail, covering who to interview, why these informants, the number of interviews, the selection method, who is ineligible and the confidentiality level. Choose informants for the knowledge or position they hold, and say what each person is able to tell you. Across all informant groups, many evaluations interview 20 to 40 people. Plan this group's share and stop when new interviews add few new themes. Aim for a mix of senior and junior voices.)
	Item
	Detail

	Who to Interview
	

	Why These Informants
	

	Number of Interviews
	

	Selection Method
	

	Not Eligible
	

	Confidentiality Level
	



Interviewer Notes
Before You Start
(List what is ready before you leave for the interview: the printed guide, consent materials, recorder and spare batteries, the appointment confirmed and a private place agreed. The table has three columns: the task, a box to tick when it is done, and notes. Tick each item the day before and again on arrival, so that consent materials and a working recorder are always in the bag.)
	Task
	Done
	Notes

	
	
	

	
	
	

	
	
	

	
	
	


Interview Plan
(Give each part a time budget so the interview keeps pace and the last parts get their full time. The table has three columns: the part of the interview, the minutes planned, and what to drop or keep if time is short. Mark the questions that can be dropped. A 60-minute interview holds about 12 to 15 questions with probes.)
	Part
	Minutes
	If Time Is Short

	Consent
	
	

	Warm-Up
	
	

	Relevance
	
	

	Implementation
	
	

	Changes and Results
	
	

	Coordination
	
	

	Sustainability
	
	

	Closing
	
	


During the Interview
(Write down the reminders your interviewers most need: how to ask, when to probe, how to stay neutral and what to do when an informant is guarded or asks to go off the record. A probe is a short follow-up prompt such as "Can you give an example?" Going off the record means the informant asks you to stop writing and recording for a moment. Keep the list to half a page, so the interviewer can take it in at a glance.)

Consent
Introduction Script
(Complete the bracketed parts of the script below. The interviewer reads it aloud before any question, so it covers who you are, what the study is, why this person was chosen and how long it takes. Keep its promises: voluntary participation, freedom to skip any question, confidentiality and its limits, storage of notes and recordings, use of the findings and a contact. Share an adult's disclosure of harm only with their agreement, unless life is at risk or the law requires a report. Read the script as written, so every informant hears the same promises.)
Good [morning or afternoon]. My name is [interviewer name] and I work for [organization]. This is my colleague, [note-taker name], who will take notes. Thank you for making time for us.
We are carrying out [an evaluation or study] of [program name] in [place]. We are speaking with [informant group] to learn [what you need to learn, in one sentence]. We chose you because of [your role or knowledge]. This is not an audit or a test, and there are no right or wrong answers.
Taking part is voluntary. The interview will take about [number] minutes. You can skip any question or stop at any time, and it will not affect [your job or your organization's work with the program]. [There is no payment.] Nothing you say will be reported with your name or a title that points to you. Removing names lowers the risk that anyone could work out who said what, but we cannot promise the risk is zero. If you tell us something that puts you or someone else in immediate danger, or that the law requires us to report, we may have to pass it on; otherwise we share nothing about you without your agreement.
Our notes carry a code, not your name, and are kept [where] until [date or event], then deleted. We will write a summary of what we learn from all [informant groups], and [who] sees only that summary, not our notes. With your permission we would also like to record the audio, so that we capture your words accurately. The recording is heard only by our team and [is deleted once the notes are typed up].
If you have questions later, or want to withdraw something you said before [date], contact [name] at [organization] on [telephone or email].
Consent Questions
(Ask these aloud and record each answer. The table has three columns: the question, the informant's answer, and a note from the interviewer. Consent to take part and consent to be recorded are separate questions, so an informant can agree to the first and refuse the second. If the informant refuses to take part, thank them, end the interview and record the refusal on the note sheet. If the informant refuses recording, take notes only and say so on the note sheet.)
	Question
	Answer
	Interviewer Note

	What questions do you have about what I have explained?
	
	

	Do you agree to take part in this interview?
	
	

	May we record the audio so that we capture your words accurately?
	
	

	May we quote you without your name if we use your exact words?
	
	


Consent Record
(Record consent in this table for each interview, by informant code, with the interviewer's initials and the date, and file it with that interview's note sheet. The table has two columns: the item and its detail. If the funder or an ethics board requires written consent, attach the signed form and note its reference here. Keep the informant's name off any sheet that also holds their answers.)
	Item
	Detail

	Informant Code
	

	Verbal Consent Given
	

	Recording Consent Given
	

	Interviewer Initials
	

	Date
	



Warm-Up
(Open with two or three easy questions about the informant's own role, adapting the starter questions below to this group. They build trust, give you context and sit outside the analysis. Let the informant talk for three to five minutes and listen for the topics they return to, which you can pick up later. Start with the easiest question and save the hardest or most sensitive one for later.)
1.	Could you tell me about your role and how long you have held it?
2.	What does a normal week look like for you?
3.	How did you first become involved with the program?

Interview Questions
Relevance
(Start with how the informant sees the fit between the program and local needs, and check that each theme feeds an evaluation question. The table has three columns: the question number, the question, and probes to use only if the first answer is thin. Adapt the starter questions to your program, keeping each one open-ended with how, what or tell me about, with two or three probes, and group questions from general to specific. Keep them open, so the informant names the needs themselves. Ask who set the priorities and whose needs they reflect.)
	No.
	Question
	Probes

	A1
	What are the most pressing problems [the people you serve] face in [area]?
	Which of these come up most often? Who is affected most? What is being done about them?

	A2
	Thinking about the problems people raise most often with you, how does the program relate to them?
	Which problems come up most? What does the program not cover? What has changed since [the program began]?

	A3
	How were the priorities for your area chosen?
	Who took part in choosing? How was the final choice made? Who else had a say?


Implementation
(Move to what the informant's organization does differently. The table has three columns: the question number, the question, and probes to use only if the first answer is thin. Adapt the starter questions, asking for specific cases and giving the informant time to think of one. These questions feed the effectiveness question and show where implementation stalls. Mark the questions that can be dropped if time is short.)
	No.
	Question
	Probes

	B1
	Since the program began, has your organization changed how it works? Tell me about the most recent change and what led to it.
	What changed? When was that? Who decided? What happened afterward?

	B2
	How has the program's main way of working played out in practice where you are?
	What has worked well? What has been hardest? What would you do differently?

	B3
	What, if anything, has affected how new ways of working are put into practice?
	What else? Which of these has mattered most? Can you give an example?


Changes and Results
(Ask what the informant has seen change, and for whom. The table has three columns: the question number, the question, and probes to use only if the first answer is thin. Follow every claim of change with a request for an example, and ask about results nobody planned. Let the informant name the results, and keep wording from the program's own reports out of your questions.)
	No.
	Question
	Probes

	C1
	What do you see differently now compared with [before the program began]?
	Can you give an example? Who has benefited most? Who has benefited least?

	C2
	Tell me about a recent case that shows how the program's support works in practice.
	What happened first? What happened next? How did it end?

	C3
	What, if anything, has happened since the program began that nobody planned?
	Can you describe it? Who was affected? How did your organization respond?


Coordination
(Cover how the informant's organization works with other agencies, government bodies and partners. The table has three columns: the question number, the question, and probes to use only if the first answer is thin. This is where candor is hardest, so repeat the confidentiality promise from the introduction if the informant hesitates. Ask what happens in practice.)
	No.
	Question
	Probes

	D1
	How does your organization work with other government bodies and civil society groups on this work?
	What helps? What gets in the way? How are tasks divided?

	D2
	Where do your work and other agencies' work overlap or leave gaps?
	Which agencies are involved? How do you learn what others are doing? What would close the gaps?

	D3
	Tell me about a recent case of joint work. What helped and what got in the way?
	What happened first? Who led? What would you do differently?


Sustainability
(End the main questions by looking ahead. The table has three columns: the question number, the question, and probes to use only if the first answer is thin. Ask what would continue without outside funding and what the informant would change, and probe for what is needed to keep each practice going.)
	No.
	Question
	Probes

	E1
	If the program ended next year, which practices would your organization keep?
	Who would pay for them? Who would carry them? What would stop first?

	E2
	If you could change one thing about how the program is designed or run, what would it be?
	Why that one? Who would need to agree? What would it cost in time or money?



Closing
(Complete the bracketed parts of the closing script below, which the interviewer reads aloud. It summarizes what you heard, asks a last open question, requests other people to interview and says thanks. Say what happens next and when the informant may see results. Ask the final open question every time.)
We are coming to the end of our time. Let me read back the main points I noted, so you can correct anything I got wrong.
Is there anything important we have not covered, or anything you would like to add? Is there someone else, inside or outside your organization, who sees this program differently and whom we should speak to?
Thank you for your time and candor. We will finish all interviews by [date] and share a summary of findings with [who] in [month and year]. If you think of anything else, or want to withdraw something you said before [date], contact [name] on [telephone or email].

Note-Taking Sheet
Interview Record
(Use one sheet per interview and file it under the informant code. Fill in the top at the start, with the exact times, any interruptions and who else was present, since these shape how candid the answers are. The table has two columns: the item and its detail.)
	Item
	Detail

	Informant Code
	

	Date
	

	Place
	

	Start and End Time
	

	Others Present
	

	Interruptions
	

	Recorded
	


Notes by Theme
(Write short points under each theme. The table has three columns: the theme, the key points and quotes. Put the informant's exact words in quotation marks with the question number. Leave a theme empty if you skipped it, and write the reason. Type up the notes within 24 hours.)
	Theme
	Key Points
	Quotes

	Relevance
	
	

	Implementation
	
	

	Changes and Results
	
	

	Coordination
	
	

	Sustainability
	
	


Debrief Notes
(Straight after the interview, while memory is fresh, spend about 10 minutes writing your own reading in a few lines. The table has two columns: the item and your notes. Keep your interpretation separate from what the informant said.)
	Item
	Notes

	Main Findings (Three Points)
	

	Surprises
	

	Openness of the Informant
	

	Questions to Change
	

	Follow-Up or Referrals
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